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Creating Messages – ALMARS & MARADMINS

1. Navigate to Messages

2. Create Page

3. Enter meta data

 Title

 Date Signed

 Message Type

 Message Number

4. Enter Content

5. Enter Message Sponsor

6. Select Categories and Tags

7. Enter Story Promotion information

8. Enter Publishing Dates

9. Check in to Share Draft for review

10. Submit for Approval
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Navigating to Messages

1a. Click News from the drop down menu

1b. Click

Messages
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Creating Page for Message

2a. Create Page by Clicking Site Actions

NOTE: Site Actions will vary 

depending on your permissions
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Creating Page for Message

2b. Click Create Page
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Creating Page for Message

2c. Enter Page Title

2e. Click Create

2d. Select Messages Layout
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Entering MetaData for Message

3.  Enter MetaData

3a. Title is Page Title by default. Type new title to change.

3b. Enter Story Date as the Date Message was signed

3c. Select Message Type from drop down menu

3d. Enter Message Number

3f. To Enter Page Content, click “Click here to add new content”
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Entering Content for Message

4.  Enter Content
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Entering Message Sponsor

5. Enter Sponsor

NOTE: Click to Show/Hide Meta Data if 

options do not display. Then click 

MetaData Tab Heading to enter the 

MetaData.
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Selecting Categories and Tags for Message

6a. Click  Categories and Tags
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Selecting Categories and Tags for Message

6b. Check Content Categories

6c. Enter Tags separated 

by a comma. These are 

metadata tags that will be 

searchable and associated 

with this document and 

increase the searchability 

of the document.
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Entering Story Promotion Information for 

Message

NOTE: Story Promotional determines 

where the  story will display throughout 

the site.  What you see on this screen 

will vary with your permission level.

Story Promotion is used by 

the Approver to determine 

position of story
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Entering Publishing Dates for Message

7a. Click Publishing Dates
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Entering Publishing Dates for Message

7b. Enter Start and End Dates
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Checking in Messages Draft for Review

NOTE: This allows others to view 

your content before you publish it.

NOTE: There are two ways to 

Check In a page. Either the 

button at the top of the page or 

from the page menu

8. Click Check In
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Submitting Message for Approval

9. Click Submit for Approval

NOTE: This locks the content, and 

starts the approval workflow.

NOTE: There are two ways 

to Submit for Approval. 

Either the button at the top 

of the page or from the 

Workflow menu
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Submitting Message for Approval

Note: This locks the 

content, and starts the 

approval workflow.

10c. Enter Other People to Notify

10a. Enter Message to include 

with approval request

10b. Enter Due Date

10d. Click Start


